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CURRICULUM VITAE
PERSONAL PROFILE
NAME



Jemimah 

NATIONALITY


Kenyan

VISA STATUS


Employment Visa

              EMAIL ADDRESS

jemimah.147924@2freemail.com.com 
A qualified  Administrator  with over 8 yrs experience looking for a position where my people relations skills can be entirely used to improve the reputation of the Department am appointed to as well as the entire  company. I have strong presentation skills, good interpersonal and communication skills which should help me to contribute in organizational development.
QUALIFICATIONS
Higher Diploma in Human Resource and Administration

Accounting – CPA Certification
Cisco Certification

MS office packages and Internet – Expert

WORK EXPERIENCE

GARAGE AND INDUSTRIAL EQUIPMENTS
Administrative Assistant / Customer Service (’99- 2000)
· Handled front office sales and telephone purchases.

· Performed direct retail sales of machines and spares.

· Providing quality customer service.

· Liaised with clients and office for up to date after sales service.

· Perform filing, data management, drafting and editing short office memos

TWENTY FIRST CENTURY MANAGEMENT CENTRE
Training and Administrations assistant (’01-’03)
· Responsible for new employee orientation and their training plan.

· Promoted and advanced a learning culture within the organization
· Assisted the HR manager in carrying out of training sessions.

· Assistied departmental heads with recruitment processes.

· Skills and audit analysis and proposal preparations

· Handling basic departmental books of Accounts.
SHARP AZTECH BUSINESS SYSTEMS

Human Resource and Administrations Assistant (’04- ’06)

· Acted as an assistant to both theTrainning and hr departmental heads

· Reviewed the Performance management and improvement systems
· Maintained the employee files and data.
· Maintained and updated all required employee paperwork and documentation. 

· Maintained the Wages (for part timers) and salary (full time employees) databases.

RUS ADVERTISING- (Dubai)
Office Administrator (May ’07 – June 2009)
· Telephone operation/ switch board

· Monitoring and managing office petty cash reporting and allocation of projected operating expenses of the firm.

· Across the counter customer service
· Planned and maintained the call logs and transfers for billing comparisons.

· Maintained record management in the office. 

· Coordinated with the printing press to ensure that the magazine is ready for timelydistribution.
· Sourcing and updating the distribution lists for both in house and distributor disperse.
· In charge of the distribution team (in house) to deliver magazines at point of sales.
MAKATEB BUSINESS CENTERS – (Dubai)
Senior Service Coordinator/ HR Assistant (July’09 –Feb 2011)

· Coordinating all the services at the Business Center according to set company standards.

· Handling meeting room protocols i.e. bookings, allocations and cancellations.

· Handling Client Complaints and ensuring that all issues are resolved.

· Maintaining Visual standards so that the center is at its best at all times.

· General Administrative duties.

· File maintenance for both Center Administration and Clients both online and Manual.

· Maintenance of daily Center Checklists, Monthly Accounts and Attendance reports.

· Setting of the purchases transactions by keeping stock levels and re order levels for all center requirements.
MAKATEB BUSINESS CENTERS –(Dubai)
Assistant Manager/ Human Resource Generalist (Feb 2011 – June 2012)

· Coordinating  center services among all the branches – Ajman , Abu Dhabi and Dubai

· Dealing with suppliers for orders and settlement issues.

· Dealing with the Building Management for all the centers in relation to Municipality requirements.ie Civil Defense and Licenses.
· Handling HR related issues within the centers in terms of attendances, Sick leaves and Annual leaves in conjunction with the HR head.
· Employee orientation, development, and training logistics and recordkeeping
· Maintaining daily client services requests and eventual monthly billing and invoice preparation.

· Communicate regularly with the center managers to identify training needs and align training with the company strategy. 

· Participate in training activities to increase personal skill levels, to improve overall center operations and services. 

· Perform other duties as assigned by HR Manager and Operations Director.
AYA BUSINESS CENTERS- (Dubai)
Center Manager (July 2012 – To Date)

(Administrative duties)

· Providing office services by implementing administrative systems, procedures, and policies, while monitoring administrative projects.

· Maintaining workflow by studying methods; implementing cost reductions; and developing reporting procedures.

· Creating and revising systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements; implementing changes.

· Resolving administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.

· Ensures operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.

· Providing information by answering questions and requests.

· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Completes operational requirements by scheduling and assigning administrative projects; expediting work results.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Contributing to team effort by accomplishing related results as needed.

(OPERATIONAL DUTIES)
· Maintains facilities by planning space allocations, layouts, and floor moves; arranging for and supervising building maintenance.

· Maintains equipment by planning equipment procurement and maintenance; evaluating products, service, and warranties.

· Maintains building services by identifying, selecting, and monitoring vendors.

· Accomplishing  project results by communicating and coordinating requirements; expediting fulfillment; evaluating milestone accomplishments; evaluating optional courses of action; changing assumptions and direction; updating media plans.

· Updates job knowledge by participating in educational opportunities; reading professional publications; maintaining personal networks; participating in professional organizations.

· Enhances department reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.
Referees:     To be provided On Request
